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MEMO  
 
Date: December 19, 2011 
To: Lead Agency Disability Waiver Managers and Supervisors 
From: Deb Sjostrom, Disability Services Division 
Re: Rate-Setting Methodologies Initiative (RSMI): Request information on shared staffing for Corporate 

Adult and Family Foster Care sites with Disability Waiver recipients 
 

Purpose of this communication 
The amount of direct care staff provided in a home directly correlates with what a service should cost.  In 
order to better understand the level of services being provided in foster care sites, it is important to 
understand the number of staffing hours provided.   
 
DHS requests that counties gather information on average shared staffing hours per week for direct care 
and supervisory staff from all adult and child foster care sites in your county who serve clients on the 
disability waivers. Record the information on the attached spreadsheet and return it to DHS, preferably by 
January 20, 2012.  
 

Background 
In order to complete the development of the residential framework for the Rate-Setting Methodologies 
Initiative (RSMI), the Department of Human Services needs information from each county on shared 
staffing hours for all adult foster care and child foster care sites that serve recipients on the disability 
waivers.  
 
The disability waivers are: 

 CAC: The Community Alternative Care Waiver 

 CADI: The Community Alternatives for Disabled Individuals Waiver 

 DD: The Developmental Disability Waiver 

 BI (formerly TBI): The Brain Injury Waiver, formerly the Traumatic Brain Injury Waiver 
 

Shared staffing in a residence will typically include these positions: 

 Direct care staff, whether primary or relief staff, who will be: 

 Awake staff or 

 Asleep staff 

 Direct nursing LPN staff 

 Direct nursing RN Staff 
 
In additional to direct care staff, the frameworks also requires the number of supervisory hours identified 
per site as well: 

 Supervisory staff 

 Supervisory RN staff 
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What we need from you 
Please review carefully these instructions and the attached spreadsheet for your county.  
 
If applicable, contact the other disability waiver managers in your county to decide the best way to 
complete this request for your county. At least one person who works on this request should be familiar 
with Excel spreadsheets. You should return to DHS only one spreadsheet per county with information on all 
applicable sites. Note that there are two service classes on the spreadsheet: “203-Adult Foster Care” and 
“Child Foster Care.” 
 
You will most likely need to contact each licensed foster care provider serving recipients on the Disability 
Waivers in your county, in order to complete the attached spreadsheet. Then return the spreadsheet to 
DHS, preferably by January 20, 2012. 
 

Accuracy and completeness are important 
DHS needs complete and accurate information to populate the new residential rate framework.  You and 
your staff will need this information in order to use the rate framework shadow system in 2012. Gathering 
this information will likely require you in engage in dialogue with providers in order to determine the 
shared hours being delivered now.  The county of service has the responsibility to work with providers to 
come to an agreement regarding the average shared hour components of the rate frameworks.  Please 
compile the requested information carefully and completely. 
 

 If your county already collects and reviews for reasonableness the requested information from 
each provider every year, you can simply fill in the spreadsheet.   

 

 If, however, your county does not collect and review the requested information from each provider 
every year, you will need to contact the provider to collectively identify and agree on the shared 
staffing components. 

 

Timeline 
When DHS implements the rate-setting methodologies shadowing process in January 2012, your staff will 
need this information, so we request that you complete and submit these spread sheets as you are able, 
preferably by January 20, 2012. 
 

Questions 
Please refer any questions to DSD.Rates@state.mn.us  
 

Thank you!  
We recognize that this request will entail a significant amount of work for counties, especially if you do not 
collect the requested information from providers on a regular basis.  We appreciate your efforts to send us 
complete and accurate information for the rate framework. Thank you! 

 
 
 

mailto:DSD.Rates@state.mn.us
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General Instructions 
 
Purpose  
Counties are asked to use the attached spreadsheet with Adult Foster Care and Child Foster Care 
information as a basis to provide information about shared staffing in these residences. The Disability 
Services Division will use counties’ information to populate the shared staffing components of the rate 
frameworks for foster care sites. 
 
Overview of Tasks 
This page provides an overview of the DHS request. 

 Definitions are found on pages 4-5.  

 Step-by-step instructions are on pages 6-7. 

 Provider instructions (optional) are found on pages 9-10. 
 

1. Decide who will do this project for your county.  Include someone who is familiar with Excel 
spreadsheets. 
 

2. Open the attached spreadsheet and review it. The attached Excel spreadsheet lists both Adult 
Foster Care and Child Foster Care residences in your county. The information on the spreadsheets 
comes from the DHS Licensing Division.  We have added new columns with empty cells for you to 
report these residences’ average shared staffing hours per week. 

 
3. Delete sites that do not serve disability waiver clients. Delete from the spreadsheet all sites that 

do not serve clients on at least one of the disability waivers (the CAC, CADI, DD or BI [formerly TBI] 
waivers). PLEASE NOTE: If a provider serves people on a disability waiver AND also serves Elderly 
Waiver (EW) or private-pay clients, keep that residence on the spreadsheet. 

 
4. Enter the MA Provider number for each provider.  This should be the number the provider uses to 

bill for services. 
 

5. Review definitions. You will find key terms defined on pages 4-5.  Please review them, especially 
the definition of shared staffing, before you start filling in the requested information. 

 
6. Fill in the requested information:  You are asked to fill in average shared staffing hours per week 

for each residential site.  Unless your agency requests this information from each provider and 
reviews it every year, this step will require you to contact each provider to gather the information. 
You must review the information to ensure that you and the provider agree that the shared staffing 
pattern reported is what is occurring now. 

 
7. Monitoring technology. Do not include hours when monitoring technology is used, as a 

substitution for staff.  Monitoring technology will be accounted for in another part of the rate 
framework. 

 
8. Return the completed spreadsheet to DHS at DSD.Rates@state.mn.us  preferably by January 20, 

2012. 
 

9. Questions: If you have any questions, please contact us at DSD.Rates@state.mn.us  
 

mailto:DSD.Rates@state.mn.us
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Definitions 

 

1. Shared staffing   Shared staffing is the norm and occurs when direct primary staff, direct nursing 
staff, and supervisors serve or are available to all residents in a home. Note that shared staffing 
includes many individual services provided to a resident in the home (such as bathing) when these 
services are provided within the shared staffing pattern. The table below contrasts shared staffing 
with individual staffing. 

 
 

Examples of Shared Staffing 
 

Example of Individual Staffing 

 

 Bathing  

 Dressing  

 Assistance with meals 

 Personal grooming 

 Community activities, even if done in a 
one-to-one environment 
 

 

 Monitoring and intervention requiring a one-
to-one interaction, with staff brought in to 
ONLY work with that client.  
 
For example, a staff person is brought in to 
the home to meet a resident specific need; 
such as managing extreme transition 
difficulties. 

 
 

2. Asleep Staff  Meets the definition of direct primary staff. This staff member is available to respond 
to intermittent resident needs throughout the night or when the resident is sleeping. Asleep staff 
may work any hours of the day or night.  

 
3. Awake Staff Meets the definition of direct primary staff. Provides day or overnight support and 

assistance to participants who need regular assistance due to anticipated or unanticipated 
behavioral or health needs. Awake staff may work any hours of the day or night. 

 
4. Direct Primary Staff  Provides to the participant direct support and assistance with activities of daily 

living, instrumental activities of daily living, and training in the participant’s home or during 
community activities.  This includes, but is not limited to:  

 

 Assistance with or supervision of the achievement of desired outcomes 

 Ability to intervene with health and safety needs 

 Completion of related documentation 

 Preparation time 

 Discussion related to the care of participants in their home. 
 

 

 Direct primary care may be required to be provided by LPNs or RNs in a few homes.  See 
“Nursing LPN Staff” and “Nursing RN Staff” below. 
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Definitions, continued 

 
Direct Primary Staff, continued: 
 

 Do not include in direct primary care the hours of maintenance staff, cooks, program director, 
area director, or other ancillary staff; the expense will be included elsewhere in the framework. 

 

 Do not include hours when monitoring technology is used, as replacement for staff time.  
Monitoring technology expenses will be accounted for in another part of the rate framework. 

 
5. Hours per week  This refers to  average shared hours per week provided at a site. It is suggested 

that you  have the provider identify the average shared hours per week based on actual payroll 
records over a long enough period (e.g.  the most recent consecutive weeks/quarter, six months, 
etc.) in order to be representative of the service provided. 

 
6. Medical Assistance (MA) Provider Number  This is the number providers use when billing for 

services at this site. 
 

7. Direct LPN Nursing Staff  Direct shared primary care provided by an LPN that cannot be delegated, 
according to the Nurse Practices Act.  

 
8. Direct RN Nursing Staff  Direct shared primary care provided by an RN that cannot be delegated, 

according to the Nurse Practices Act. 
 

9. Supervisory Staff  Directs and supervises the direct primary staff who are providing direct support 
and assistance and oversees the operations of the home. Note that supervision may be required to 
be provided by RNs in a few homes.  If so, see “Supervisory Staff-RN” below. 

 
10. Supervisory RN Staff  Directs and supervises the direct primary staff in providing direct support and 

assistance when required to oversee delegated nursing tasks.  
 

11. Total Direct Primary Staff Hours  This is a column on the spreadsheet and is the sum of awake hours 
and asleep hours for direct primary staff.  Spread sheet :  Column Q = Column R + Column S 
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Step-by-Step Instructions to Complete the Spreadsheets 

 
Follow the steps in the table below. 
 

To Fill in the Spreadsheets 
 

Step 
 

Action 

 
1 

 
Review the enclosed definitions (pages 4-5 of these instructions) to ensure you understand 
DHS terms, especially the definition of shared staffing. 

 
2 

 
Open the spreadsheet sent to you with these instructions.   
 
If you print the spreadsheet, we recommend printing on legal size paper with a landscape 
orientation. 

 
3 

 
Delete from the spreadsheet all providers who are not disability waiver service providers. 
 
Note: If a provider serves disability waiver clients as well as Elderly Waiver (EW) clients or 
private pay clients at the same site, the site remains on the list. 
 
Places to check for this information: 

 Contract managers 

 Foster care licensing workers 

 
4 

 
Review the shared staffing information you have from providers: 
 
>If you request the information on shared staffing from each provider every year, and if you 
review it every year, go to Step 7 below. 
 
> If you request the information on shared staffing from each provider every year, but you don’t 
review it every year, go to Step 6 below. 
 
>If you do not request information on shared staffing from each provider every year, go to Step 
5 below. 

 
5 

 
Contact each provider on your spreadsheet to ask them to provide you with average weekly 
shared staffing hours.  
 
Optional: There are instructions for providers on pages 9-10.  You may decide whether to use 
them or not. These instructions are meant to be sent to providers along with: 

 Definitions on pages 4-5. 

 Your county’s spreadsheet so providers can fill in their shared staffing data and return it 
to you. If you work in a large county with many providers, you may prefer to create and 
send a blank spreadsheet template to all providers and ask them to fill it in and return it 
to you, rather than send the entire spreadsheet to each provider. 

 
In your communications with providers, tell them: 

 The deadline when providers should return their data to you. 

 Who in your county they should contact if they have questions. Please do not give 
providers the DHS rates mailbox address. If you cannot answer a provider’s question, 
we ask you to contact DHS yourself.  

           Continue to the next page. 
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Step-by-Step Instructions to Complete the Spreadsheets, continued 

 
To Fill in the Spreadsheets, continued 

 
Step 

 
Action 

 
6 

 
Once you have received the average shared staffing hours for each provider, review each 
provider’s submission for reasonableness and appropriateness based on your knowledge of the 
site and its population. 
 
If the information submitted by the provider does not seem reasonable or appropriate based on 
your knowledge of the clients in the residence, contact the provider for more information. Come 
to agreement with the provider on a reasonable and appropriate shared staffing pattern for that 
site. 

 
7 

 
Enter each provider’s information into the spreadsheet via keyboard.  (Do not print out the 
spreadsheet and fill in the information by hand. Do not make a .pdf file of the spreadsheet. DHS 
needs the actual spreadsheet returned, and only one spreadsheet per county.) 
 
Note that Total Direct Primary Staff Hours/Week = Awake Hours + Asleep Hours  
                                                             Column Q = Column R + Column S 
 
Note that every site will not use every type of staffing, so some cells may be empty. At 
minimum, these columns must be filled in, however: 

 MA Provider Number 

 Total Direct Primary Staff Hours per Week 

 Direct Primary Staff Awake Hours per Week (Note: If there are no asleep staff hours, 
this figure will equal Total Direct primary Staff Hours per Week.) 

 Supervisor Hours per Week OR Supervisor RN Hours per Week 

 
8 

 
Column X on the spreadsheet is the DHS purpose.  Please leave Column X blank.  
 

 
9 

 
Return the spreadsheet electronically to DHS at DSD.Rates@state.mn.us  preferably by 
January 20, 2012.  
 
Please note: 

 Do not send multiple spreadsheets from several people. Send one complete 
spreadsheet for your county. 

 Do not send a partially completed spreadsheet.  

 Do not return a scanned document or one filled in by hand. Send the actual 
spreadsheet electronically to DSD.Rates@state.mn.us  

           End of Instructions.

       

THANK YOU! 
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Instructions for Adult and Child Foster Care Providers 
 
 
Included in this communication 
You should have received from your county of service: 

 These instructions 

 Definitions of terms  

 A spreadsheet that shows your adult and/or child foster care residences in this county 
 
Purpose: DHS needs shared staffing information 
The amount of direct care staff provided in a home directly correlates with what a service should cost.  In 
order to better understand the level of services being provided in foster care sites, it is important to 
understand the number of staffing hours provided.   
 
In order to complete the development of the rate framework for a Department of Human Services (DHS) 
initiative, the Rate-Setting Methodologies Initiative (RSMI), DHS needs information on shared staffing from 
adult and child foster care sites serving recipients on the Disability Waivers. The county of service has been 
asked to compile this information for DHS in December 2011. 
 
The disability waivers are: 

 CAC: The Community Alternative Care Waiver 

 CADI: The Community Alternatives for Disabled Individuals Waiver 

 DD: The Developmental Disability Waiver 

 BI, formerly TBI: The Brain Injury Waiver, formerly the Traumatic Brain Injury Waiver 
 
Shared staffing in a residence will typically include these positions: 

 Direct primary staff, whether primary or relief staff, who will be: 

 Awake staff or 

 Asleep staff 

 Direct nursing LPN staff 

 Direct nursing RN Staff 
 
In additional to direct care staff, the frameworks also requires the number of supervisory hours identified 
per site as well: 

 Supervisory staff 

 Supervisory staff-RN  
 
Questions 
Please contact your county Disability Waiver manager or supervisor. 
 
Step-by-step instructions  
See the next page. 
 
Thank you! 
We recognize that it may take some time to compile this information. We appreciate your efforts to ensure 
that your data are accurate and complete.  Thank you. 
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Instructions for Adult and Child Foster Care Providers, continued 
 
 
To fill in the spreadsheet, follow the steps in the table below. 

 
Step 

 
Action 

 
1 

 
Review the definitions to make sure you understand them.   
 
Pay particular attention to the definition of shared staffing. Shared staffing includes many 
occasions when you provide individual service to a client. 

 
2 

 
Review the sample spreadsheet to make sure you understand it.  You are being asked to report 
your average shared staffing per week by three categories: direct primary care, nursing and 
supervisory.  
 
You may not use every type of employee listed, and if so, you will have some blank cells. 

 
3 

 
You are being asked to provide information on an average week’s shared staffing. How should 
you calculate your average? 
 

 Determine what time period you will use as a basis for averaging your weekly staffing.  
You may decide how long a period you will use for averaging, as long as you use the 
most recent, consecutive period (e.g. past quarter, six months, etc.) as your basis for 
reporting.  

 Whatever time period you choose, use the same time period for all types of employees at 
this site. 

 
4 

 
Fill in the spreadsheet. Leave cells blank if you do not use that category of staff. 
 

A. Fill in your MA provider number.  This is the number that you use to bill for services at 
this residence. 
 

B. Note that Total Direct Primary Staff Hours per Week = Direct Primary Staff Awake Hours 
+ Direct Primary Staff Asleep Hours. (If you don’t use asleep staff, your total direct 
primary staff hours will equal your awake staff hours.) Column Q = Column R + Column S 

 
C. Do NOT include hours for program director, cooks, maintenance staff, and so on. These 

positions will be accounted for in another part of the rate framework. 
 

D. Do NOT include hours as shared hours if you replaced staff using monitoring technology.  
This expense will be accounted for in another part of the rate framework.  
 

E. Column X on the spreadsheet is the DHS purpose.  Please leave Column X blank.  

 
5 

 
Repeat Steps 3-4 if you have additional adult or child foster care residences in this county. 

 
6 

 
Return your spreadsheet to the county where you provide service.  
 
Your county may need to contact you with follow-up questions. 

           End of instructions.  

 
Thank You! 


